THE REQUESTS MODULE

e The Requests module is the part of DOCLINE where the borrowing and

lending is actually done.

e There are five menu choices — Borrow, Lend, Receipt, Reports, and

Status/Cancel.
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BORROWING
e Under Borrow there is a submenu of ways to borrow — PubMed,
UniqueKey, LOCATORplus, Manual, Transfer and Requestor.
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W Borrow
© pubMed @ UniqueKey 4] LOCATORg fu s B Manual [ Transfer [ Requestor

UNIQUEKEY
e The most common method of borrowing is UniqueKey.

e In the Search PubMed section up to 11 Unique Identifiers (UIDs) can be

entered in the search box.

e UIDs are MEDLINE Unique Identifiers (MEDLINE Uls) or PubMed Identifiers

(PMIDs).
e The system actually searches for the UID in MEDLINE/PubMed.
e Each UID is separated by a comma or a space — NOT BOTH.
e After entering your UIDs, click on Search.

Requestor's LIBID: TEUXXE
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e The Search LOCATORplus section allows you to enter one Key — NLM

Unique ID, ISSN, ISBN, OCLC, or Journal Title Abbrev.
e The system actually searches in LOCATORplus.
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PROCESSING REQUESTS

e The procedure for Processing Requests is similar in throughout all of the
Borrow methods.

e The Process PubMed Orders screen lists the citations you wish to borrow.

e By clicking on Next, you will process all the citations at once.

ProcegsPubMed Orders Requestor's LIBID: TELEXE
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e The check boxes next to each citation, allows you to process the requests
separately.

e For example, by checking only the first box you will only finishing processing
the first request.

o Click on Next.
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= Grean R, Cupples L, 5o R, Benka K; Edasa T, Gnffith P Wil
Fisk af demsntia among whils and Amcan Aman can
Jafteld 007 Jdan V6 FETIA] IHAE
PRICE 11720217 [S5M DCe36 7464

I Tang WX, Slem ¥, Warder K; Bell K; Gurland B, Lanfigua B, &
This 8POE-spmilond alsle and the nskal Albharmer
St 1008 Mar 11, 27810] T51-5
PHACE 9508150 155N D000 7484

r [vt & Cttmmaan B Tang WX, Marder K. Stam ¥, Maymux B
Familal aggregation of Alzhaimer deaass among wh
Aach Nauml, 2000 Jan 5T 1 T8
PiAC 108348451 155N 00039942

Pesat | Maak 32

51



e Routing Instructions takes the default information from Routing Profile
created in DOCUSER.

e At this point, you may either change any of the instructions or keep the
defaults.

Routing Instructicns Requestor's LIBID: THUMXKE
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e Before continuing on to the next step, you must select the Referral Reason.
e These are the reasons why the item needs to be borrowed.

Referral Reason | B
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e Another option on this screen is the Prefix LIBID.

e The system allows you to send the request directly to one library.
e You may type in the LIBID.

e After finishing the instructions, click on Next.
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Frefix LIBID |
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e The Delivery Address is the address taken from the Document Delivery
Address page in DOCUSER.
e |If the address the document is to be mailed to is the same, click on Finish.

Delivery Address Requestor's: LIBID:- THUXXE
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e After finishing, you get the DOCLINE Request page, which gives the
request number and location the request was sent to.

DOCLIME Reguest - Jan 37, 2002

SraAZn vt rowad o Unkeershy Hospibal {Tect Focord ) [ARLISEI] im cal 2
Gresn B, Cupsokes L, Ga R, Benks k. Edekl T, Griffith P YWl

Fisk of damenha among white end Afncen Amencan

Jatds 002 Jan 18 ZETL 32036

FRACE 11T7E0212 |1SSh DO98-T484

Full Dinpley | Retum |

e By clicking on Full Display you can view or print the entire request.
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e By clicking on Return, you come back to the Process PubMed Orders
screen and can continue to process the other requests.

Procags PubMed Orcders Regquestonrs LIBID: TEUXEE
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PuBMED

e PubMed is embedded in DOCLINE and can be used for those requests
without a UID.
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o For best results, switch to Single Citation Matcher in PubMed.
e Type in the available information, and click on search.
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e To select the correct citation, check the box next to it.
e Then click on Order.
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e From this point, the processing is the same as with UniqueKey.
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LOCATORPLUS

e Like PubMed, LOCATORplus is embedded in DOCLINE.

e Search LOCATORplus, when the article request is not found in PubMed.

e The goal is to find the journal title to allow for the best possible routing.

e When searching for a journal, switch to Journal Title Search.

e Notice that the DOCLINE Ordering Information button is in red. This
means no data has been captured to return to DOCLINE.

e If the search is for a monograph or audiovisual item, choose the most
appropriate search criteria.
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¢ Once the correct item is found, click on the DOCLINE Order button now in
blue. The data has been captured at this point.
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Title: The burning meouth syndrome § IsaOwvan der Waal
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e You return to the Citation Input screen
e Input any other available information like pages needed.

Citation lnpu
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e If the request is for a M/A/N document, the Routing Instruction screen will
include the M/A/N Map.
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o If the request if for a serial title, the routing will be based on the routing
table.
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MANUAL

e The Manual borrow should only be used as a last resort.

e All the information will need to manually inputted and the routing will be on
M/A/N Map.
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TRANSFER

e Transfer is used to transfer Loansome Doc requests into Requests.

e Itis your choice if you wish to transfer a LD into Requests. You may choose
only to fill LD request with your own collection.

e To Transfer Loansome Doc request, type in the number of the LD
request.

Transfer Loansome Doc request
Enter request number or retrieve all requests |5F"5381 1| EI

o The request can be shipped to either the library or the patron. Make your
selection under the Ship To column.

e Next to the request number in the Transfer Request column is a blue dot.
Click on this dot to continue to act on this transfer.

Transler Leansome Do requesd

Enter muspert persber or reereess 2] ""IF 2l 'T!:'l

Ship Ta Trarsfer Request Vievs Request Bequesi Date Patron Mame
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o Clicking on the blue dot takes you to the Routing Instructions and
Delivery address. Made any corrections necessary.

e Be sure to choose a Referral Reason.

e Click on Finish.
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o Notice the request number remains the same.

DOCLINE Request - Jan 31, 2002

Result S193511 wers routed 1o Uiniversity Hospital {Test Record] [CALRGS in cell 1 for NRLK SCR, Re
Part Authar Eskandar E; Cosgrove G Shinabu L
Pan Tide Surgical resaiment of Pakanson digaesa
Citaticn Sanda 2001 Diec 56, 5ai 2 | 3050
FD 117653
Rekum |
REQUESTOR

e Requestor is not an often used borrow method.

e Itis used to assist another library that cannot temporarily borrow them self.

e The assisting library can type in the LIBID for the disabled library. The
Routing Profile and Table used will the disabled library’s.

Change requestor
Input LIBIC: TXOTCE

Requestar LIBIC |'|:-cum;
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RESUBMIT

 Resubmit allows you to re-request a request that was stopped for some
reason without having to reenter the entire information again.

e To Resubmit, either click on the system message saying request were
retired unfilled

Messages for TXUXXE
2 DOCLIME requests were retired unfilled
1 DOCLIMNE requests received awaiting completion

e You are automatically taken to the Status/Cancel screen with Retired
Borrows showing.
e Click on the red arrow next the request number in the Resubmit column.

Status | Cancs

Enber recue it umbes oF

| Bo|  [ooculE A[Reww 2 [Feee: 5 Bagin[1 5 End] @ H Son[Ae 5 6]
L ety o I e Jan 21, A Cancaked oy 39, 005
575012 STONEE dan 31, 3002 Cancoied o 3, 2003

e You are taken to a Routing Instruction page

e Itis similar to other instruction pages but also includes buttons on the top of
the screen to the Request, the History, and Help.

e Be sure to make some changes in your instructions or select a Prefix LIBID
before resubmitting.
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e Notice that the request number for the resubmitted request has changed.

DOCLIME Request - Feb 04, 2002

et S ESd 16 was mouted 1o Matonal Mebwork of Libranes of Medicine (LELUSEL] &= Pratxad (Mot Held)
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RECEIPT

e Requests coming to you as a lender can be receipt in two ways.

e The Welcome Screen has a message of any receipts awaiting. Click on the
message to go to the requests.

Meszages for THLUXKXE
University Hospital (Test Record)
1 Do IME requests sswaiing BECEIFT
i aanzame [ar requests recervad me@iting complation

e The other option is to click on the Request menu choice Receipt.

Received requests wabtng compiebon by TELUXXE
Lreniraity Hasptal (Tasl Recard)

e You are taken to the requests sent to you.

e A system message tells you that by opening this page, you have accepted the
requests. Click on OK.

e To print, click on the Print/Download Receipts button.
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RECEIPTING LDs
e Receipting LDs is the same as receipting any other requests. Either click on
the message on the Welcome Screen or click on Receipt under Requests.

Messages for TXUXXE
University Hospital (Test Record)
1 LOAMSOME DOC requests awaiting LD RECEIPT

e A separate window opens with all of the requests.
e Print using the browser’s print option under File.
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LEND

o Each request sent to you must be updated in Lend.

e Lend has two tabs — Batch and Single.

o Batch is more likely used by larger libraries processing many lends, or by
libraries using Barcode readers.

Famrm m

Fisans e B e s raambar 1| srnramesd bay g =pace oF 3 ress ire
R - |
d
] I I.I-I

e The Single tab is more commonly used.
e In Single, each request number can be processed individually.

DCLIME
MamodFeanan
|‘E--I-||.I Fl'.l-ﬁ'j |=-'|.u j |'-i-|- j ri:l.l'"-l j | Hiill j
I‘?.!I-.I Fwgue ..'ﬂ |=|:I||I j I'-hl’ _"'] Hmal j I Cbpp j
Updaoie I

e In the Number column, select the request number.

e In the Action column, select the action — Filled or Rejected.

e If the request is filled, the Method/Reason column will list the method of
delivery.

e You must select the delivery method.

MethodiReason

| hail =

ARIEL
| umber {Emsien ;
, C i
select Request _ Fax

I :I' Pickup
Wieh{POF)
Weh({TIFF)
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If the request is rejected, the Method/Reason column lists the reason for
rejection.
You must select the reason it was not filled.

Method/Reason

| BDY - At bindery =
BOY - At bindery ]
CAM* - Canceled

JCOP* - Needs copyright compliance | |
CST"- Cost exceeds limit
EXL - Exceeds copy limit

Acti NC* - Mot found as cited
LAG - Lacking (lssue®olume) | |
Fejected 'I LOS - Lost

MCR - Mon-circulating
MOS - Mat on shelf
MOT - Mot owned (Title) -

The document Type and Format can also be selected.
Once the information is complete, click on the Update button.

I j C}" T

Journal =

Wdournal

The system displays how the lends were updated.

UULLIMNE Requesiz Updated - Jan 31, 2002

Reguest ¥ Action MethodiReason
753446 Filled hlail
E753448 Filled fail
Bt |
STATUS/CANCEL

e Status/Cancel allows you to cancel a request you have made or check the
status of any requests you still have access to.

o If information is needed for only one particular request, type the request
number in the box under Enter request number and click on Go.

Status | Cancel

Enter reqguest number or Set gearch limits

[ E' |o0CLME = [Boros = |0 Heeagin|o zZ End|z 2 Som|asc jﬂl




e If a list of requests is needed, you can search for them by the type of request
— DOCLINE or LD, and Borrow, Lend or Transfer.

|
[Docume =] [Borow A Jar 3 |DOCUNE = [Lend j|F"E”diﬂ9j

e Requests are available for up to 40 days after the last action.
e They can be views in Ascending or Descending order.

| Begino 3| E"'ﬂE
- =

1 o Ll g =
L

el = B~ - B - o =) I

— 0 O e O
=
L]

o If the request is still outstanding (has not been filled or cancelled), it can be
cancelled here by checking the box next to it in the Cancel column. Then
click on the Cancel Checked ltems.

Tatmmarzh limies
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e A system message will tell you the item was cancelled.

DOCLIME Requests Updated - Jam 31, 2002

Reguest Mumber
5753122 Cancaled

e Clicking on the term in the Action column, gives you the history of the
request.

Histary of request £ STEZSEE

Ciatm fction Reasom
den 31, 202 Reguested by THUKKE: unirewrsity Fospital [ Ta Record) SAusn
Jen 31, 2002 Rouisdd Prefivad THUMRL! Mational Hatsoerk of Libmanes of Medons /HOuston

e Clicking on the LIBID of the library who has received the request, takes you
to the library’s ILL information in DOCUSER.
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e As a lender you only have Status information on requests to your final
action.

Bimtus | Cancs
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TIME-TRIGGERED ACTIONS

These are actions the DOCLINE system takes after a certain time is past so
the requests will route in a timely manner.

The lender must Receipt requests within one working day.

NLM counts working days as Monday through Friday.

The day the request is entered into the system is Day O so the lender has
until midnight the following day to receipt the request (Day 1).

Requests must be updated in Lend within three working days.

Day 0 is the day of receipt.

A warning message will be seen on the Welcome Screen on the second
working day.

Loansome Doc requests that are not updated will disappear after 30 days.

REPORTS

DOCLINE Reports are quarterly statistics on your borrowing and lending
activities.

Two quarters worth of reports are always available. As a new quarter is
added the previous quarter disappears. NOTE: Neither the RML nor NLM has
access to these reports once they have left your Reports menu.

1-1 E oD fics
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e There are also some annual statistics generated.
e Currently only 1-8A is available which lists the journal titles you borrowed
during the report period.

Yearly Reports

1-8A Fanked List of Serial Titles Reguested{July 2000 - June 20071]

FRL TPEAL LERENAT L AEENLTEL
B LSE A TATRTICS
B ST LT O S s, TITLES B
WL e BT
TTET Fasrcay Fagbd Tew Baraads

REPORT 1-7: ROUTING TABLE STATISTICS REPORT

e This report is always current to the moment.

e It lists the libraries that have you in their Routing Tables and in which cell.

e By clicking on the LIBID, you go to the library’s ILL information in DOCUSER.

e The report can be used to find libraries to add your Routing Table.

e If there have been problems with any one library overburdening you,
checking their placement of your in the routing table, might help solve the
problem.

TEUXXEE appears in the Routing Tables!/Cells of the following 16 institutions:

Jan 31, 2002 06:41:14
ARELUHEE Linivarsiby Hospital [Test Recordy Clirton
RELRDC  Hational Metwark of Libranes of Medicine [Test Onk' Omsha
pENE  Mational Metwork of Libranes of Medicines Mew vork
WL E Linvarsity Hospiial [ Test Record)y Washingbon
BOEGEA  Linivarsity Hospital [Test Record)y Gogham
ARLECKH Liniwarsity Fespital [Test BacondV Argtosn
WAL GO, | Liniwarsity Hospital [Test Racondy East Bug City
CALIPSE  Mational Matwark of Librarias of Madicina’ Las Angeks
CTUHYEH  Uniwarsity Hospital [Test Racord v &ntown
BELRED  Univarsity Hospital [Test Recordy Merced
YTUHE.] Uniwarsity Hospital [Test Record) Wenfins
CALEXG  Univarsiby Hospital [Test Record) Wan Buys
WUALLCHE  Liniwarsity Hospital [Test Recordy Bogues Cigy
FALHOY  Univarsiby Hospital [Test Record ' Argtoern
MELEED  Liniwersiny Hospital [Test Recordy Mered
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REPORT 1-1A: SUMMARY DOCLINE BORROWER STATISTICS

e This is a summery of all the requests entered by your library.

e Check to see that not too many requests are rejected or not acted upon in a
timely manner.
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REPORT 1-1B: SUMMARY DOCLINE LENDER STATISTICS

e This is the summary of your library as a lender.

e Use this report to check that you do not reject too often or have too many
time-triggered actions.

e Check that your throughput is 0 — 1 days.
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REPORT 1-2A: DETAILED DOCLINE BORROWER STATISTICS
e This is a detailed report of your borrowing activities and the lenders that the
request was sent to.
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REPORT 1-2B: DeTAILED DOCLINE LENDER STATISTICS
e This is a detailed report of you activities as a lender.
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REPORT 5-1: LOANSOME Doc DETAILED LENDER STATISTICS
e This is a detailed report of your library as a Loansome Doc lender.
e This can be used to determine your optimal Loansome Doc activities.
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